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SUBJ: TDY SUPPLEMENTAL CLAI M PROCESSI NG

COGARD psc 0721557 DEC 01

COGARD psc 0220287 JUL 02

PERSONNEL AND PAY PROCEDURES MANUAL, HRSI CI NST MLOOO. 2A
ALCOAST 051/02, E-COAST GUARD TRAVEL CLAI M PROCESSI NG

REFS A THRU D SET PROCEDURES ON THE TDY SUPPLEMENTAL CLAI M
PRCX:ESS VE HAVE ACH EVED SOME SUCCESS | N TH S PROCESS BY

HAVI NG 35 PERCENT OF UNI TS CONSI STENTLY FOLLOW THESE PROCEDURES.
VE WOULD LI KE TO DO BETTER TO ENSURE OUR MEMBERS RECEI VE CORRECT
AND TI MELY PAYMENT OF TRAVEL ENTI TLEMENTS.

2. THE TDY SUPPLEMENTAL PROCESS HAS | MPROVED SI GNI FI CANTLY THROUGH
TEAM EFFORT BETWEEN FI ELD UNI TS AND psc. AN | MPORTANT STEP THAT
HAS | MPROVED SUPPLEMENTAL PROCESSI NG | S THAT MANY MEMBERS AND UNI TS
ARE MAKI NG COPI ES OF THE ORI G NAL CLAI M5, ORDERS AND RECEI PTS PRI OR
TO MAI LI NG BY MAI NTAI NI NG THESE COPI ES, THEY CAN SPEED UP THE
PROCESS | F A SUPPLEMENTAL CLAI M NEEDS TO BE FI LED ALLOW NG THE
MEMBER TO BE PAI D THE PROPER ENTI TLEMENTS MORE QUI CKLY.

3. I N ORDER TO PROCESS PAPER TDY SUPPLEMENTAL CLAI Ms MORE

EFFI Cl ENTLY, THE STEPS BELOW SHOULD BE FOLLOWED:

A. OBTAI N ALL DOCUMENTATI ON FROM YOUR ORI G NAL SUBM SSI ON AND MAKE
LEG BLE COPI ES.

B. ATTACH ANY NEW OR PREVI OQUSLY M SSI NG RECEI PTS OR AMENDMENTS.

C. IN LARGE LETTERS ON THE TOP AND BOTTOM OF A NEW DD FORM 1351-2
VWRI TE | N THE WORD " SUPPLEMENTAL" .

D. CLEARLY | DENTI FY THE REASON FOR THE SUPPLEMENTAL CLAI M I N
REMARKS SECTI ON ON PACGE 2 OF DD FORM 1351-2. |.E. LODAE NG - $$$
AMOUNT. DO NOT REMOVE ANYTHI NG PREVI QUSLY CLAI MED ON THE

ORI G NAL CLAI M UNLESS I'T WAS NOT' AN ENTI TLEMENT DURI NG THE TDY
PERI OD.

E. MARK I N THE ACCOUNTI NG CLASSI FI CATI ON BLOCK THAT " PROPER
DOCUMENTATI ON | S ENCLOSED FOR THE SUPPLEMENTAL CLAIM'. TH' S BLOCK
MAY ALSO BE USED TO PROVI DE AMPLI FYI NG | NFORMATI ON.

F. THE MEMBER AND APPROVI NG OFFI Cl AL/ ADM N REVI EWVER MUST SI GN AND
DATE THE SUPPLEMENTAL CLAI M

G ATTACH A COPY OF THE TRAVEL VOUCHER SUMVARY (TVS) FROM THE

ORI G NAL CLAIMWTH TH S PACKAGE, ALONG W TH COPI ES OF ALL
DOCUMENTATI ON (1. E. AMENDVENTS, RECEI PTS, ETC).
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4. ALL UNITS ARE ENCOURAGED TO USE THE UNI T TRAVEL SYSTEM (UTS)
FOR TVL CLAI M SUBM SSI ONS. ORI G NAL TDY AND SUPPLEMENTAL TDY
CLAI M5 CAN BE SUBM TTED THROUGH UTS W THOUT THE NEED TO PRODUCE,
COPY, AND MAI L PAPERWORK TO psc, THUS REDUCI NG PROCESSI NG Tl ME
AND DELI VERI NG PAYMENT TO THE MEMBER RAPI DLY. CURRENTLY OVER HALF
OF

TDY TRAVEL CLAI M5 ARE SUBM TTED THROUGH UTS W TH AN AVERAGE
PROCESSI NG TI ME OF 2 BUSI NESS DAYS.

5. WE HAVE DEVELOPED A COVPREHENSI VE SYSTEM OF DOCUMENTATI ON TO
ASSI ST MEMBERS W TH TRAVEL CLAI M SUBM SSI ON, | NCLUDI NG A QUI CK
REFERENCE GUI DE (QRG, DOMNLOADABLE PRESENTATI ONS ON HOW TO
COVPLETE TRAVEL CLAI M5, TRAVEL TERM NOLOGY, AND WHERE TO SEEK
ASS| STANCE. TRAVELERS MAY ACCESS THESE REFERENCES AT:

WAV USCG. M L/ HQ psc/ TVL. HTM  ALL TRAVELERS NMAY E- MAI L

QUESTIONS TO. hrsic-tvlcst@rsic.uscg. ml|l OR TELEPHONE 1-888-
872-4885.
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Added after release: Internet Release A uthorizedd.
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